
State Need Grant Repayment Referrals 

Basic Steps 
1. Log on to the HECB Portal 
2. Input student SSNs 
3. Enter student data and refer student to HECB 

Step 1: Log on to the HECB Portal 
Access the HECB Portal at https://fortress.wa.gov/hecb/portal. 

Your user name is your email address. If you do not know your password, please contact 
SNG staff.  

From the menu on the left, click on:  

-Student Receivables 

 

Step 2:  Input Student SSNs 
Use the search tab to access a student individually, or use the Web Entry tab to enter 
multiple SSNs.  

The Search tab allows you to either search by SSN or by name.  Type the information 
either in the SSN box, or in the name boxes. Click Search. 

 

 

 

 

https://fortress.wa.gov/hecb/portal


Use the web entry tab to enter multiple SSNs, separated by commas or spaces or you 
can enter each SSN on a new line, as shown below.  After all SSNs are entered, click 
Search. 

 

 

See next page for further instructions. 

 

 

 

 

 

 

 

 

 

 



 

Step 3:  Enter Student Data and Refer Student  
Entry boxes will appear for each student you entered an SSN for.  The address and 
telephone information will populate from the address listed on the student’s FAFSA.  
Please change the information if you have a better address or phone number.   

 

Select Academic Year and Institution from the drop down boxes. 

 

Then select the Term and the Status of the receivable.  See the next page for status choices. 



STATUS CHOICES: 

In Repayment – Selecting this status replaces the function of sending a paper transmittal 
to HECB.  Select this status to refer an account to HECB for billing.  Once the In 
Repayment status is selected, you are prompted to fill in the original award amount, the 
amount you are referring for repayment, the date you notified the student in writing, and 
the reason for repayment.  Then, click Save. Once clicking save, the box disappears. 

 

 Institution to Bill – Selecting this status replaces the function of marking students as in 
repayment on the SNG interim report.  Submitting a student as an Institution to Bill status 
flags the student on the SNG archive as being in repayment.  However, by selecting this 
status you are only notifying HECB that the student owes, and that your campus is 
attempting to collect.  Once you’ve selected year, school, term, and status, click Save. 

 

 



 

If the student has been submitted as in Institution to Bill and does not pay, you need to 
look up the student on the search tabs, change their record to the In Repayment status, 
and enter the additional referral information to refer the account to HECB for collection. 

If the student does pay at your campus, you need to delete the account.  If you do not 
delete the account once the student pays their debt, they will remain on the SNG archive. 

To delete an Institution to Bill account: 

Select the Student Receivables Portal menu item. 

Use either the Search tab or the Web Entry tab to find the record you want to delete. 

 

Click the Delete this Record button.  Once you delete the record, changes are reflected on 
the archive the next day. 

 

To delete an account that has been referred for repayment: 

Contact HECB staff. 
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